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SECRETARY TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible clerical position, the
primary duty of which is assisting the Fire Chief by performng
duties required to manage office functions and handle clerical
and mnor adm nistrative duties. The work involves frequent
contacts with the public through acting as receptionist for the
Chief's office. The enployee of this class maintains records
for the Fire Chief, types records and reports, and assists with
financi al managenment duties. The Secretary to the Fire Chief
perforns routine duties independently, wth instruction for
speci al assignnents received fromthe Fire Chief. The incunbent
is responsible directly to the Fire Chief, who directs and
reviews work of this class.

EXAMPLES OF WORK
Exanples listed below are illustrative only. They are not

intended to include all duties which may be assigned, neither

are they intended to exclude other duties which may be | ogi cal

assignnents to this class.

Pl aces and receives tel ephone calls for the Fire Chief. Keeps
records of the schedule and notifies the Fire Chief of
appoi nt nents, neetings, or other schedul ed events. Schedul es
appointments for the Fire Chief as directed. Acts as

receptionist for any visitors to the Chief's office, screens
visitors to determine if their business warrants seeing the
Chief, and directs them to other individuals or offices when
necessary. Answers questions and handl es any routine requests
by visitors to the office.

Types letters, forns, nmenos, statements, formal reports, or any
ot her docunments assigned by the Fire Chief. Opens incom ng
mail, sorts and distributes the mail to the proper person

section or of fice. Processes out goi ng mai | and
i nterdepartnental correspondence. Replies to any routine
correspondence or requests on own initiative follow ng
departnmental procedures or fromoral or witten directions by
the Fire Chief. Conposes business |etters using correct grammar
and punctuation. Takes m nutes or notes at neetings.

Sets up a filing system and revi ses the system when necessary.
Fil es correspondence, cards, forns, records, or reports in files
where they are or gani zed al phabetically, nunerically,

chronol ogi cally, or geographically.

Operates a word processor or a conmputer termnal in order to
enter or retrieve information fromfiles. Operates a copying
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machi ne. Operates a cal cul ator or addi ng machi ne. Devel ops new
procedures for office functions when necessary.

Recei ves departnent records and reports and checks them for
conpl et eness, accuracy, and conformty to est abl i shed
procedures, the processes or files them according to departnment
procedures. Enters routine information in departnent records.
Fills out all forms or records required or assigned to this
posi tion.

Conpil es and organizes data needed for reports, including
reading charts, graphs, and related departnment docunents.
Wites reports requiring the ability to conpose conplete
sentences, to use correct grammr and punctuation, and to
organi ze ideas in a |logical sequence.

Prepares payroll records, makes calculations necessary to
conpute payroll, and takes conplaints from enpl oyees about pay
and deals with payroll section regarding errors, changes, or
other related matters. Posts itens into journals, |edgers, or
ot her accounting records and bal ances such at the end of the
mont h. | ssues paynents from petty cash

Mai ntains the inventory of supplies and equipnment for an
assigned division. Orders supplies and equi pnent. Di sbur ses
supplies and equi pnment as required.

Performs any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenments listed bel ow nust
be met by the filing deadline for application for adnission to
the exam nati on.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

Must be not | ess than eighteen (18) years of age.
Must possess a valid driver’s license.

Prior to beginning work in this class, nust obtain a valid
Loui si ana driver’s |icense.

After offer of appointnment, but before beginning work in this
cl ass, nmust pass a nedi cal exam nation prepared and adm ni stered
by the Appointing Authority, designed to denonstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.

Must present docunentation indicating, at a mninmum that the
applicant has nmet the mnimum high school graduati on
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requi renents necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunentation shall include at | east
one of the following: high school diplom, high school
transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or college transcript, any
one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must present a certificate verifying the ability to type 45
wor ds per m nute.

A m nimumof six (6) nonths work experience in which the primary
duties involved the direct operation of a conputer term nal and
word processing application.

OR

Vocational / Technical <certification in the operation of a
conputer term nal and word processing application.

OR

Ot her such alternative experience or training which, in the
opi nion of the board, would satisfy the above requirenents.
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